Writing a Memorandum Worksheet

	Writing a Memorandum

	An inter-office memorandum—or memo for short—is an efficient way to communicate information to people within an organization, while at the same time providing a written record of your communication.  It is less formal than a letter, and it takes less time to create.  A memo does not have a salutation (Dear__) or a formal closing (Sincerely yours).

Memoranda (the plural for memorandum) may be sent through inter-office mail or through email.  



	Parts of a Memorandum

	A memo has the following parts: (1) the heading, (2) the message or body, (3) the reference initials, and (4) notations, if appropriate.

The heading includes the name of the person or persons to whom the memo is being sent, the name of person(s) receiving a copy (if appropriate), the name of the sender, the date, and the subject of the memo.   Persons to whom a copy is being sent may, alternatively, be indicated at the bottom of the memo after the reference initials.

The message, or body, of the memo should contain these key components of a business letter:  an opening that clarifies why the memo is being sent; details that are needed for understanding or support of what is being presented or asked; and a closing that makes clear what action is requested.

The person sending the memo should write his/her initials over or next to his/her name in the ‘From’ part of the heading to document that it really came from him/her; or, alternatively, the person may sign the memo at the bottom beneath the message.  Typed initials at the bottom of the page should be used to indicate who typed the memo if that person is different from the person writing it.

If there is an attachment, it should be noted at the bottom of the page in the notations part.




	Manuscript Requirements for a Memo 

	1.  Start your memo 2 inches from the top of the paper.  Word processing programs generally have a default one-inch top margin.  You will need to press the <enter> key six times to move down another inch.

2.  Type in the title ‘Memo’ or ‘Memorandum’ in a large font (30 or higher), and perhaps bold, either center- or left-justified, followed by three blank lines. (Press <enter> four times.)

Follow the directions below to create the heading. This section contains the word ‘To’ with the name of the person to whom the memo is directed; ‘From’ with the name of the sender; ‘Date,’ with the current date; and ‘Subject’ or ‘Re,’ followed by a brief statement of the subject of the memo.  The heading may be single- or double-spaced, though double spacing makes it easier to read.  Generally the heading is left-justified, and the headings themselves (To, From, Date, Subject) are generally mixed upper and lower case, though they can be all upper case. 

To enter appropriate names and dates after each of the headings, use the <tab> key after the colons to align the information.

3.  At the left margin, key To:  Use the <tab> key and key the name of the person.  Then press <enter> twice. 

4.  At the left margin, key From: Use the <tab> key and key the name of the person.  Then press <enter> twice.

5.  At the left margin, key Date: Use the <tab> key and key the date. Then press <enter> twice.

6.  At the left margin, key Subject: Use the <tab> key and key the subject. Then press <enter> three times.

7.  Begin keyboarding the body of the memo.

8.  If the person keying the memo is different from the person who wrote it, press <enter> twice and key the initials of that person in lower case.

9.  If there is an attachment, press <enter> twice and key Attachment on the left margin.

NOTE: If a copy of the memo is being sent to someone else, insert CC: on the left margin between steps 3 and 4 above and indicate to whom it is being copied,  OR insert this information after step 8, below reference initials.

Look at the model on the following page.




Sample Memo

Memo

To:

Students

Cc:

 Ruth Garcia, Principal


From:

John McMahon, Instructor

Date:

April 17, 2005

Subject:
Completing Career Portfolios

I want to remind all of you that you are required to complete and present a career portfolio in order to receive credit for this class, as explained in the course syllabus.  The due date for completed portfolios is no later than May 31.  To date, I have reviewed only 5 portfolios.

As a reminder, required components of the portfolio are listed on the portfolio checklist in your assignment packet. They include a completed application form, a resume, three letters of reference, a cover letter to accompany a resume or make a job inquiry, and a follow-up thank you letter.   Those wishing extra credit should also include at least four work samples, a personal reflective essay (per instructions), and an alternate resume using one of the formats we discussed in class.

Presentations of your portfolios will take place the first week in June.  Only after I have reviewed your portfolio will I schedule your oral presentation, so the choice slots will go to those who turn in their work early.

Now is the time to speak to me if you have any questions. I am here to help!

lp

Attachment

